DOG TRAINING IPASS: ENROLLING A GUEST 
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Enroll a Guest 
into a Group 
Class or Private 
Lessons 


Steps to enroll a guest into a group class: 


1. From the iPASS training calendar click or tap on any active group class 
2. Click/tap add registration 
3. Search for guest using their name, 


phone number or email OR if you Abate Level 1 (#2) 
can’t find the guest, click on the TrelneriVied Vomp 
person icon to open the “Quick © Friday, March 11 


11:45 AM 


add” guest fields 
4. Input training goals/notes REREN PREEN 
5. Select from drop down if they are Cha Registration) 


j 0.3 slots filled 


in a single dog household 
6. If Trainer is registering the guest, 
they may mark status confirmed. If not, leave status unconfirmed 
7. Select class or package from drop down 
8. Class date and time will auto populate 
9. Click/tap “next” 
10. Hand iPad over to guest 
11. Guest opts in or out of Vital Care Core account (If they don’t already have an existing 
account) 
12. Guest selects to opt into SMS texting and Emails (If they haven’t already opted into the 
communication options) 
13. Guest reads and accepts waiver 
14. Guest returns iPad back to trainer/partner 
15. Walk guest to register 
16. Add their Vital Care account to the transaction 
17. Scan the SKU for their selected class 
18. Enter in POS transaction number into iPASS 
19. Click/tap “save” 


Note: If the guest wants a printed paper of the registration info, print out the confirmation 
page. 


Reminder: Guests will receive a confirmation email and, if opted into text, a confirmation 
text message. 


Note: The Trainer cannot accept the waiver, opt into text/email or a Vital Care 
account on the guest’s behalf. The guest must do it on their own (this is a Legal 
requirement) 


Pro Tip: You can register a guest without clicking an active class roster by from the 
schedule by clicking/tapping “book registration” at the upper left-hand corner of the screen. 
Date/time and class type will need to be added manually for this option. 


Enrolling a guest into Private Lessons: 


In iPASS, you no longer need to create private lessons or private lesson packages to then 
enroll the guest in the class. Now it is all in one step! 


Steps to enroll a guest into a private lesson from White Space: 


1. Click/tap add registration OR double click any white space on the schedule and select 
“create private class” 

2. Fillin guest info and select one of ee 
the private lesson class types at the , em ~- E 
bottom of the page 

3. Note: the next page is different than 


for group class registration! This is 


where you enter the date and times 
for the private session(s) click save 
4. The rest of the flow is the same as registering a guest into a group class 


Note: Trainers can book just the first private session date or all private sessions dates 
during registration. 


Note: Pet parents will receive a confirmation email immediately after their class/session 
purchase, regardless of confirmation status. 
Enroll a Guest 
into a Group Note: Pet parents that enroll for private lessons online will only have their first session date 
(o ETEK A iC locked down. The Trainer and pet parent will need to determine the dates of future classes 
Lessons during their session. 


